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Supersedes Schedule C-552 
DESCRIPTION RETENTION 

1. Departmental General Files & Records: Alphabetically 
identified series of correspondence, reports„ 
engineering information and general information 
related to the Department of Public Works and 
Transportation by subject title„ 

Subdivisions; Alphabetical series of all subdivisions 
(and re-subdivisions) located in County where DPW6T 
responsibility and jurisdiction exists„ Corre
spondence, records, street construction permit 
activity, and all activity affecting the public 
rights of way within the subdivision. 

County Roadss Numerically coded series for all roadways 
in the County Maintenance Inventory» Service request 
record of notification af any defect/hazard, major 
improvements and correspondence related to each 
roadway in the County» 

Other Public Roads (O.P. Roads)s Correspondence, 
service requests, engineering studies, reviews 
and estimates, petitions by citizens and proposals 
related to roadways designated as 0»P<, Roads in 
the County. 

Current year plus previous 
year (Jan.-Dec) retained by 
DPW6T. Microfiche and 
destroy materials on annual 
basis. 

Current year plus previous 
year (July-June) retained by 
DPWST. Microfiche and 
destroy materials on annual 
basis. 

Current year p l u G three (3) 
previous years (Jan.-Dec,) 
retained by DPW6T. Micro
fiche and destroy materials 
on annual basis. 

Current year plus five (5) 
previous years (Jan.-Dsc.) 
retained by DPW6T. Micro
fiche and destroy materials 
on annual basis. 

SIGNATURE 

SIGNATURE 

DPW&T/fcinilam J , Monks 
TITLE OF DEPT/AGENCY REPRESENTATIVE 

citMI&Mi^ttyllfoSfS 

PATE / 

jSchedule Authorized by Hall of Records Commission 

SIGNATURES ' TITLE 
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N O . 
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em 
No. Description Retention 

Stat* Wl-gnvaysi Correspondence, records, studies and 
::*pott» related to ro«d?» undei the jurivdtction or 
the Maryland Stat* Highway Administration (SHA) which 
are located J.n or af Sect the transportation system of 
the County. * Includes alphabetised/numeric services of 

':<_"' Gil A roadways ar«S uoneral fil*&. 

Flood Plainst General and alphabetical series of 
correspondence, engineering ravi«*ws, studies and 
rnports related to «atablished flood plains in th« Coui 

Incorporated Towns. Alphabetical series ot files vhi:* 
include correspondence, i-epocta, engineering studies, 
r<svi-.»Kfi, estimates and proposals related to nutual 
* concerns affecting tha County amfl/ot the municipality. 

County Propertyi ttasaral sod alphaber.lcal series of 
files* Correspondence* reports, etc. related to 
Count} owned property and facilities which OPM*T is 
responsible or affiled by. 

Ku'cnasing Records* Files and records related to 
putcbss«e by the Department, paym*nt end billings. 

Personnel> Kecoxss related to the decentralised 
personnel functiofta of the bepartmenr in folljvxny 
Robjact Titles| 
10a) Personnel <ieneral-Corr*apo:iJance unrelated 

to individual employees, but related functional 
area, total work fot.ee, etc! 

iub) kmployae Personnel Record*-individual £ Ilea 
foj each employee of the Department. 

Current yaar plus three {. 
previous years (Jan.-Dec.] 
retained by 'oPWeT. Micro
fiche and destroy material*] 
on annual ;j«sls* 

Current year plus previoi 
year (July-June) retained 
by DPWftT. flood Plain 
Studios to be Maintained 
In {engineering Document 
rile. Microfilm as 
material accumulates to 
sis* of film roll.and 
destroy oat*rials. 

Current year plus proviov 
year (Jan.-Dec.) retainer 
by DPtteT. Microfiche an< 
destroy Material* on 
annual basis. 

Currant y^ar plus previoi 
year ( J A H . - Q * C . ) retained 
by D P W 4 T . Microfiche an< 
destroy materials on snm 
basis. 

Retained in DFWs'f for 
current fiscal aymr plus 
previ&us fisoal year. 
Destroyed on annual (fisi 
basis. 

|L0a. Currant year plus one (1) 
previous year (Jan.-Dec.) 
retained by D?W«7. Micro
fiche and destroy tentorial 
on annual basis. 

I10t>« Active employee file re
tained by DPK&T. Inactive 
employee filee retained ft 
five years by OPMsf. 
iu-uni in accordance wj 
the Office of Personnel 
schedule. 
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10c. Pu»«ruitJ(»nt/2icamlaation Raeorda-Oocrirvrnts, 
Applications* Rating and feat instrument*, 
**r*onr?*i Pequest f«tM f Certificate* of 
Eligible*, Registers of Eligibility for various 
clasaea &*»i$ti*d to OPMT a* decentralised 
pc*itl»n. 

lOo, Retained by DPWST for 
three (1) years after 
co.tplation of procass. 
Oeetroy. 

i la i f Safety/fti*h Manageieant 
undat the f<Ulowing 

;»lotyi 
function* of 
scbjvct titlesi 
lis) VA Reporta l Vehicle Accident)-Correspondence, 

investigations, drtvsrs reports, police 
teporte and any records related to an accident 
involving a County vehicle. 

lib) P.I. Report* (Personal Injury)-Investigations, 
rsporta* aedical documentation, medical 
reviews* disability leave record* and all 
correepcndencQ related to injuries ruportad 
by employees in performance of assigned duties 

11c) Property Lose/Uamaqe Reports-Correspondence, 
reports* investigetiona and estimates related 
to property darvigc or damage of the County 
or claims for damage to private property by 
.inserts related to County reeponaibility 
or jurisdiction. 

lid) Safety Oeiwrol -Corraepundence, lnformaiion, 
research or epecial pxograma, procedures 
and policies. 

hrono Jrileai Inter/Xntradupertmental correspondence 
and outside correspondence originating from the 

;. :#ep*rt-«er\t. 

»clal Tax Assessment Project* - STh'n, Sia'm, Urban 
Areasi file recorcis and deta r«l«t«d to project* 
where aitisen* have petitioned the County for 
improvement* under front foot benefit rniabursemetvt. 
Correspondence* aetistates, petitions, and engineer* 
ima reports. 

U * . Retained by DPWST for 
three (3) years frost 
incident. Microfilm 
destroy. 

lib. Retained by DPVST for 
three (3) yeans from data 
of incident. Microfilm 
and destroy. 

11c. Retained by OPV.iT for 
three (1) fescal yeara 
attar fiscal year of 
incident and microfilm. 

lid. ketelned by DPWST for 
three (3) current years. 
Microfilm and duttrcy. 

12. Retained by D?wtT for 
current c*lender quarter 
plus previous four (4.) T 
quarters, rnkstroyed on 
quarterly basis. 

13. Currant in DPMST until 
project completed end 
fi»«eH«MiV. levied. 
Pstain in storage for t*i 
(10) yeara from assess**! 
and destroy. 
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IftfNI femilifl Schedula C ~ 5 ^ 
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?rojectet Pecordtt oft »«>cr ... pit*! improvewent project, 
both vo ileal and hm.> vjht*l construction, uncmr 
the edmir.iatratlQn or sonitoriftg of. th* Department. 
Alphabetic*,, with a turner lc -node identifier related 
to the County financial 'system &A& the approved 
Capital I»provfe««Bt Prog***, Cnch file containst 
correspondence, report.-;, onginetoring and budget 
data, plana, apeciflentions, bid and contract 
documents, p*ya*nt report* and inspection reports. 

14*) vertical Projecta-Con*truction/r*tnovation of 
County owned buildings and facilities. 

14. Each t^p^o£-rr«>yett fill 
has, because of internal 
and external requirement 
a different retention as 
identified. 

Horizontal Projects! Construction, rehabili
tation, nodi i iciation, major maintenance, or 
impioveoent projects re1stad to roadways or 
bridges, under the County's jurisdiction. 

14«. Retain in OPWST until 
completion of project, 
final payment and release 
of contract. Microfilm 
mil plans, specificatior.a, 
contract documents and 
correspondence and destroy 

14b. Sames &>> K i , 

14c) Pederal/StAte Aid Projectsi Either vertical or 
horizontal capital projects which ar« in wnmle 
or pmrtielly ( mdod by the federal or btate 

14o. Retain in D*w*T until c« 
pletion of project, flni 
paywont and release of 
contract. Microfilm 
all plana, specificat lot 
contract documents and 
loir.al correspondence. 
Retain hard copies of aJ 
materials for three ii) 
years after the County 
receive* final payment 
from the Jtate («uMt 
purposes), then destroy. 
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